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AB 233 1.0 o 2,11
See also............ 201 6
See also............ O ) U 4,5
See also............ 9.01 4-5
See also.......... 11.01 s 8
State Funding of Trial Courts ..........c.ccevviiviiiiinnnnnn. 201 . 5
Trial Court Financial Stability..............ccccoeeiiiiiinnnns 2.01 oo 5
Accounting PrinCiples ... 5.01 i, 2-8
Basis of ACCOUNLING.........ccoovviiiiiiiiiiiiiiiiiiieieeeeeeeee 5.01 i 7
Budgetary ACCoOUNtiNg .......coevvvviiiiiiiiiiieeeiie e, 5.01 i, 7
Financial Reporting ........ccoooovvviiiieiiiieeeeeie e, 5.01 o 8
Fund ACCOUNEING ....cooooiiiiiiiiiieeeeeeeeee 5.01 i 6-7
Generally Accepted Accounting
... Principles (GAAP) ... 5.0 i 2,4-6
Governmental Accounting Standards
oo BOArd (GASB).....cooviiiiiiiiiiiiiii S5.01 i, 5,6
Accounting RECOIdS ........ooveviiiiiiieiiiie e 2.01 . 9
FOr GrantS.......cooooeeiiiiieeee e 504 8-9
Accounting SYSteM ......cccuiiiiiiiiiiiceeie e 2.0 6
Accounts Payable..........ccccovviiiiii e .01 .o, 2,9, 11
See also.......... 12,01 e 4
Accounts Receivable..........cccccccceeiiiieiiiiee e 10.01 e 6-7
See also.......... 12,01 4
Administrative Director of the CourtS.........c.ccoevvvvvennnns 101 o 7,8
Approval to Close Bank Accounts.............ccceeeeeeen. 2.03 12
Approval to Open Bank ACCOUNTS ...........eevvvevvennnnns 2.03 5
Budget Development Responsibilities.................... 401 ., 9
Disposal of Technology Equipment...........cccccevee.... 9.01 .o 12
Comprehensive Court Security Plan ...................... T.04 e 6
Recommendation of Travel
.... Expense Reimbursement ..........ccccccceeeeieeieennns B.03 . 2
Administrative Office of the Courts (AOC)................... 1.01 oo 4,7
Audit RightS......ooooe 5 0 5-8
Budget Unit ... 0 7
Chart of ACCOUNLS.........ccvvvviiiiiiiiiiiiiiiiiieeeeeeeeee 5.03 6
Chief Financial Officer...........ccccvvviviiiiiiiiieeeeeeeeiins 101 8
See also............ 4.02 oo 12
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Duties and Responsibilities of .............cccviiieirinnnnn. 101 e, 10

Finance DIVISION ..........cccuviiieiiiiii e, 101 o, 8

See also............ 2.02 e, 16

See also............ 401 . 15

See also............ B.02 i, 10, 12

Bank Account Reconciliation ...........cccccvveenn. 2.03 10

Closing Bank Accounts ..., 2.03 12

Opening Bank Accounts ~ .....iiieeeeeiiinens 2.03 s 4-5

Internal Audit Unit...........coooviiiiiiiiiiiiiee e 101 12

Seealso L 201 8

See also............ 2.02 e 8

See also............ 6.01 ..o, 10, 11, 30

See also.......... 1101 e 6, 15

Organization of L 1.01 o 7-9

Submittal of Financial Reports to ..........ccccoecevvvennnn. 2.01 . 11

Trial Court Fiscal ServiCes ......coovvvviviieiiiiiieieeennn, 1.01 o, 8-9, 12

See also............ 2.02 e 7-8, 17

See also............ 6.01 ..o, 10, 11, 30

AgeNCY FUNAS.........oiiiiiiii e 301 o, 9

See also............ 5.02 i 5

See also............ 503 e, 57

Alternative Dispute Resolution..............ccceeeeeeeeeeeeeee. 8.02 i 2

Alternative Policies and Procedures..............ccceeeeees 2.02 8
Assets

Capitalization of ..........ccccoviviiiiiii e, Q.01 i, 5-8

Controlled ACCESS 10 .....uvvvuiiiieeeeiieeiiiicie e ee e 2.02 . 9

General Fixed Asset Account Group...........ccceuvnn... 5.03 7-8

Supplies and Equipment for Grant Programs......... 504 11-13

AUAILS oo, 1201 oo 2-16

AOC Notification Of.........coovvviiiiiiieiiieeeeee e 11.01 e 13

Audit RightS.......ooooi I3 0 5-8

Administrative Office of the Courts ................. 1101 e, 6-7

County Government..........ccovvevieviiineeeieeenineens 11,01 o 8

Judicial Council.........ccoooveeiiiiiiiiiiiie e 11.01 e, 7

State of California..........ccccooeveeeiiiiiiiiieee, 11.01 . 7-8

Trial Court Management................eeevveeennnnnnns 11.01 e 8

AUdit REPOIS ..o 11.01 e, 14

AUt SUPPOIT . 11.01 . 12-13
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Bureau of State AuditS ............ceeeiieiiiiiiiiiiiie, 11.01 e, 7
Catalog of Federal Domestic Assistance.............. 5 0 RN 12
Corrective ACHION ........ccuuuuiiiiieeiieeeiiie e 11.01 o 15
EXit MEetiNg .....ccovvvvviiiiiiiiiiiiiiieeeee, 11.01 13
Generally Accepted Auditing Standards............... 1101 e, 12,13

Generally Accepted Government
Auditing Standards ..........ccooeeeiiiiiiiiiiee, 1101, 11,12,13
Petty Cash.........o B.04 . 7
Single Audit ACE........covvvviiiiiiiiiiiiiiieeeeeeeeeeeeeeee 12.01 i 7,10, 11, 14, 16
Subsequent AuditS ... 11.01 o 15-16
Trial Court Rights to Audit County ..........ccccceeeeeeee T.02 i, 9-10
TYPES OF o 11.01 8-12
Federal Grant...........coooeiviiiiiiiineeeii, 11.01 o 9-12
Financial .............oeeeiiiiiiiic e, 1101 e 8-9
Performance ........ccooooviiiiiiiiiiii 1101 e 9

B

Bank ACCOUNTS.........coiiiiiiiiiiiie e 2.03 2-14
Authority to Establish ............cccooooiiiiiiiiiis 2.03 3-4
Blank ChecksS ... 2.03 8
Check RegiSter........couvvviiiiiiiiiiiiiiiieiiiieieeieeeeeeeeeee 2.03 8-9
ChecCk StOCK ......coviiiiiiiiiiiiie e 2.03 s 9
ClOSING OF ..o 2.03 12-13
DEPOSIES 10 ..evvieiiieiii e 2.03 ., 5-7
Required Endorsements ON .........ccooeeeeeeeeeeeennn. 2.03 7
Maximizing Interest Earned............ccccoooevviiiiiiennnnn. 2.03 ., 11-12
Minimum Internal Control Standards for................. 2.02 i 16-17
OPENING OF .. 2.03 4-5
OVerdrafts ... 2.03 10
Reconciliation of .............ciiiiiiiiiic e 2.03 10
Record Retention ............ouvuiiiiiiiiiiieiiii e 2.03 s 13
Segregation of DUties..............evveviiiiiiiiiiiiiiiiiiiiineens 2.03 s 11
Voided ChecCKS..........uuuuiiiiiiiiiiiiieees 2.03 s 9
Withdrawals from ..o 2.03 8-9
Baseline Budget ..........cooovviiiiiiiieiiieeeee e, 0 SR 14-15
Basis of ACCOUNEING ........ccoevviiiiiiiiiiiiiiiiiiiieeiieeeeeeeeeeee 5.0 i 7
See also............ 502 i, 2,4-6,7,9, 10
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Blank ChecksS.........ooooiiiiiiiiie e 2.03 8
Blanket Purchase Orders .........ccccovvvevvviiiiieeeeeeeeiinnn 2.02 i, 24-25
See also............ B.01 .o, 25-27
See also............ B.02 oo 4
Budgetary Control...........ccoooovviiiiiiiiii e 401 ., 16-17
FOr GrantS.......coooveeviiieeeee e 5.0 o 6
Budget Change Proposals...........ccccceeeeeiiiiiiiicciiiiieeeees 402 .o 10
Budget Change RequEeSTS ..........cccceevviiiiiiiiiiiiiiiieeeee, 2.02 i 15
See also............ O 12, 15
See also............ 402 oo 11-12
Budget Development...........coiiiieiiiiiiiiin e 401 ., 2-17
Baseline Budget............cccccvviiiiiiiiiiiiiiiiieeee, 401 ..o 14-15
See also............ A.02 oo 9
Budgetary Control ... O 16-17
Budget Change RequestS........ccooeevvviiieeeviiiieeeeennnn, 2.02 i, 15
See also............ 401 i 15
See also............ 402 oo 11-12
Budget EXecution ... A0L . 17
Budget Implementation ...............ccoviiiiiiiiiineeceennnn, 401 ., 15-17
Budget Program Structure...........ccccoeeeeeeeiiieienn, 401 .o 12-13
Chart of ACCOUNS........coovviiiiiiiiieiieii e 401 13-14
Judicial Administration Efficiency and
Modernization Fund.............cccoveiiiiiiiieiiiiiiin, 401 .o 6-7
PrOCESS ... 401 .o 8-11
Salary and Position Worksheet.............ccccceeee 1401 i, 14
Sources of Trial Court Funding ............cccvvvvvevennneee. O 1 4-7
State Budget Cycle and Timelines................cc....... 401 ., 7-12
Trial Court ACHVILIES .....cceeeveeeeiicee e O ) R 11-12
Trial Court Trust FuNd ..., 401 . 4-5, 6
Trial Court Improvement Fund ............ccccceeeinnnnnns 401 5-6
Budgetary ACCOUNLING .....vuviiviiiiieeiiiiie e 5.01 i 7
Budget Evaluation ............cccccoiiiiiiiiie O 11-12
Budget EXeCUtioN ..........coovviiiiiee e 401 .. 17
Budget Implementation..............cccccvvviiiiiiiiiiiiiiiiiee, A0L . 15-17
Budget Monitoring and Reporting..........cccoeeeeeevveevnnnnnn. 402 o, 2-12
Budget Change RequestsS...........ccccevviiiiiiiiiiinnnnnn, 4.02 oo, 11-12
Budget Monitoring Requirements................cccceeee. B.02 ..o 5-6
Budget Reporting .......cooovviiiiiiiiiieeeeeee 4.02 ..o 6-8
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Quarterly Financial Statements......................... 4.02 oo 6-7
Report of Revenues..........cccoeoiiii, B.02 oo 7
Certification and Documentation....................... A.02 oo 7-8
Budget Revisions ... 4.02 ..o 8-9
Budget Transfers........ccovieeeiiiiiiecei e, 4,02 i 9-11
Transfers Between Program Items ................... 4.02 oo 9-10
Transfers Between Objects of Expenditure....... 4,02 i, 10-11
Emergency Budget Procedures ..............ccooeeeeee. 402 .o 12
Record Retention ..o 12.01 e 4
Budget Planning ... O 12
Budget Program Structure............cccceeeieeviiiiiieeeiiieneeees 4.01 .., 12-13
See also............ 5.04 e 6
Budget ReVISIONS.......ccccvviiiiiiiiiie e 4,02 i, 8-9
Bureau of State AuditS............ccoeveeeeeeieeiiiiiiieee e 11.01 e 7
BUSINESS PractiCes .........cuuuiiiiiiiiiiiiiiiiii e 2.01 i 5
C
California Multiple Award Schedule............................. 6.01....ccceeiiinnnn. 4,12,13, 16, 26
California State Contracts Register .........ccccccvvvveveeenn. 6.0L .o 15
Case Management System
Minimum Internal Control Standards for................. 2.02 22
Revenue Collection Functions...............cuueeeeenenen. 10.01 5-6
Revenue Distribution............ccccoeveeeeiiiieviiiiiieeeee, 10.01 . 11
Cash Basis of AcCounting.........cccuvevvevviiiineeneiiiieeeeeninnn. 502 . 7,9, 10
Cash HandliNg ........euuveiiiiiiiiiiiiiiiiiiiiiiiiiieeeieeeeivieiiiennes 10.02 .. 2-21
Acceptable Forms of Payment...............ccoeeee 10.02 .. 5
Automated System Down Time............eevevvvnennnnnns 10.02 . 13
Beginning Daily Balance ...........cccccccciiiiiiinninnnnn. 10.02 .o 5
Cash Change Fund...........ccccoeeiiiiiiiiiciceice e, 10.02 .., 5,14
Cash Control Procedures..........cccvvvevviiiieeeeeeeeenns 1001 e 7-8
Cashier's Checks ..........uuciiiiiiiiiiiiiiii s 10.02 i 7
ChECKS e 10.02 e, 57
Received from Law Firms ...........ccccoeeeeeeeeee. 10.02 i 8
Counterfeit CUITENCY .........coevvvviiiiiiiiiiiiiieeeeeeeeeeee 10.02 ..o 16-20
Confiscation Of ............uvvvvviiiiiiiiiiiiiiiiiieiieaes 10.02 .o 17-19
Detection by Bank...........ccoooooiii 10.02 . 20
Identification of...........ccccoeeiii 10.02 oo 17
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Minimum Internal Control Standards for ........... 2.02 21
Notification Regarding.............cccoeeeeiiiniinnnn. 10.02 .. 19
Preparation of Form SSF 1604 ....................... 10.02 e, 19
Replacement of ... 10.02 .. 19
Training Regarding ..........cccoooveeviiiiiiiiiiiieeeee, 10.02 .. 16-17
Credit Card Payments.........ccccccvvvvviiiiiiiiiiiinennnnn. 10.02 i 8-11
Authorization to Accept.........covvviiviiiiiiiieenennnnn. 10.02..ccoiiiiiiiiieeeee 8,10-11, 21
Imposition of a Convenience Fee ................... 10.02 . 10
Daily Balancing and Closeout ...........cccooeevvviieeens 10.02 .. 13-14
Debit Card Payments..........cccccevvvvvveiiiiiiieieeiinenne. 10.02 i 8-11
Authorization to Accept........ccevvviiiiiiiiiinieniennnn. 10.02 ..o, 8,10-11, 21
Imposition of a Convenience Fee ................... 10.02 . 10
Dishonored Payments...........ccccoeeeeeviiiiiieeiiiiieeeees 10.02 .., 12
Minimum Internal Control Standards for................. 2.02 i 17-20
MONEY OFEIS ....oiiiiii e 10.02 .. 57
OVEIAGES. ittt 10.02 e 14
Payments Made in Person............cccceeeveeeviiinieenns 10.02 ..., 5-14
Payments Received Through the Mail ................. 10.02 .. 14-16
ProCeduUres.........uuuiiiii i 10.02 . 6-7
RECEIPLS ..o 10.02 .., 12-13
Rejection of Payments ..........ccccooeevviviiiiiiiiiineeeenns 10.02 ... 5
Safekeeping 0f MONEY ..........evvvveviviviiiiiiiiiiiiiiiinns 10.02 .., 4
ShOMaAgES.....v i 10.02 .. 14
VOoid Transactions .......ccooeeevvvveeiviiiinie e 10.02 e 13
Cash Statements, Retention of ..........cccooveiiiiiiiiiiinnnnn. 12.01 i 4
Certificates of INSUraNCe...........cccevvvvvciiiie e T.03 e, 10-11
Chart of ACCOUNES........covviiiiiiieiiiee e 401 o 13
See also............ B.02 .o 10
See also............ .03 e, 2,6,7
Check REQISTEr ......ceiiiiiiiiiiiiieiieeeeeeeeeeeee 2.03 e 8-9
CheCK StOCK .....ooeieiiiiiiiii e 2.03 9
Chief Financial Officer (AOC) .........uuvveiveeeeeeieiiiiiiienenee. 101 8
See also............ A.02 oo 12
Claim ProCeSsSiNg.......cuuuueeeeeiemeeiiiiieiiieieieieeeieeeeeeeeeeneenes 8.02 . 2-8
Costs Exceeding Normal Rates ...............cceeeeeeeens .02 i, 7-8
Costs Incurred by Service Providers...................... 8.02 . 7
Documentation of Claims.........ccccccvvvvvviiiiiiiiinnnnnne. 8.02 . 6-7
Payment Process.........ccooooiviiiiiiiiiiii e 8.02 . 4-6
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Rates Paid.........ooiiviiiiiii e B.02 i 7
Receipt of Claims..........coovvviiiiiiiiiiiiiiiiiiiiiiiei, 8.02 o 6
Reconciliation of ClaimsS..........cccceeeiiiiiiiiiiiiiiceens B.02 e, 8
Record Retention ........coccuevieiiiiiiieiieeeeeee e, 12,01 e 4.5
Similarity to Vendor Invoice Payment Process....... B.02 ., 5-6
Timely Submission of Claims ............cccoeiiiiiiiiinnnns 8.02 .o 7
Code of Federal Regulations..............cccceeveevviiiieeeeennnn. 504 ., 5,16
See also.......... 12,01 o, 7
Competent Personnel.........cccooeveviiiiiiiiiiiie e, 2.01 7
See also............ 2.02 8
(70111 011 1]1T0] o [ 6.01...2, 12, 14-19, 21, 25, 26, 28
Comprehensive Annual Financial Report (CAFR)....... 1.02 6
See also............ 2.01 e 11
See also............ 2.02 14
See also............ B0 e, 8,9
See also............ B.OL 8
See also............ 503 7
Comprehensive Court Security Plan............cccccovvveenn... T04 oo, 1,4,5,6
Mediation fOr.......ccccoviiiiiii T.04 .o 5
Constitution of California ..........ccoeevveviiiiiiiieeeeeeee, L0 o 7
CONIACT e T.01 o 2-19
See also............ 6.01...4, 10, 14, 17, 18, 22-26, 29
See also............ B.02 e 2,3,4,5
BlIEMENTS . .ceiieii et e 40 5-12
(0 1] AP T.0L e, 5-6
See also............ .03 15
Schedule......ccuviiiiis T.01 ., 6, 14, 15
See also............ .03 15
Scope Of WOrK ...oovvniiiiiiiieiiii v T.0L i 7
See also............ T.03 15
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Terms and ConditioNS........ccc.. veveivieiiiciieein, T.01 ., 7-12, 13, 14, 15
See also............ T7.03 i 12, 13, 14, 16
Contractor INSUFaNCE......ccvvviieiiins e ieeaes T.0L oo, 13
Dispute Resolution ...........cccccvviies i 74200 1 11
EXECULION ...uviieiii et et T.0L e, 15-16
[aTo (=T a ] a1 %=1 1o ] o I TOL oo, 10-14
Liquidated Damages ..........ccoevviies veviiieeveiiiiieeneeinnn, 701 o, 10
NegotiatioN ..........oovvvviiiiiiiiiiiiiiiiies e T.0L oo 13-14
NOLICES .vnii e e .03 13
RISK EVAlUALION ....ccvviieiiiiiii e e TOL oo, 14-16
WaaITANTY ... e T0L oo 9
With Credit Card ISSUEIS .......cccvees oveeiiiieeiiieeeeiees T.0L o 12
Contract AAmINIStration .........cccocevevins coveviiiiiieeeeeaeen, .03 2-26
AMENAMENTS ..ceniiie s e T.03 e, 13-17
Bilateral.........oooiviiiiiiiiies e .03 13
Unilateral.......cooooeeiieiiinieees e .03 o 14
Changes Clause.........cccooeviiiiiiiiies i, T.03 15
(O =1 1 1 T.03 e, 19-21
(O [0 151 To ] U | (RN T.03 e, 25-26
(O70] 0] 1= To3 (0] g 1N 1] £ T.03 e, 6-7
CUIE NOLICE ..oviiiii et e T.03 e, 20, 23
DISPULES ....ooiiiiiiiieeeeeeeeeeeeeeeeiee et T.03 o 18
File INtegrity......cccoiiiiiiii s e 703 ., 8-10
FIlES oot T.03 e 8-10
Insurance (Supplier and Contractor) ...................... 703 ., 10-11
Memorandum of Negotiations....... ....cccccvvvvvvvenenne. T.03 o 16-17
MOIfICALIONS ....cvviiii e e T.03 i, 13-17
1[0 (o7 T.03 e 13
Notice of Default...........ccooeviiiiiiier i .03 22
Payment.........oooi s e T.03 12-13
Disputed AMOUNLS ........cccovveves civiiieiiieeeeeei e, T.03 13
Prompt Payment Discounts .... ........cccceeeeeeeennn. T7.03 o 12
TIMENNESS Of ... e, .03 12
PerformanCe.. ..ot e T.03 e, 11-12
Prenegotiation Objectives ............ vocevvvvviiiiiieeeeeenne, T.03 oo 16
Record Retention ........cooovevieiiiiies ceveeeiieeeeeiee, 1201 oo, 6
REPOMING......covviiiiie e et e e e, T7.03 e 26
Responsibilities Of ..........ccovvviiiiiies wivviiiiiieiieeieiiee T.03 6
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Settlement........coooo i e T7.03 s 17
SUPPHEr LIStS...cciiiiiiiiiiiiiiiiiiiiiiiiiis e T.03 6-7
SUSPENSION ...t es e 703 e, 23-24
Termination ..........oouuuiiiiiiieieeeeiis e e 703 e, 21-23
Due to Non-Availability of Funds....................... T.03 22
FOr CauSe ...ccvviiiiiii e et T.03 23
For CONVENIENCE ......cooeeiiiiiiiit e T.03 i 21-22
WaAITANTIES.....covieeiiiiee e ceeeeeeeea e e 703 e, 24-24
Contract Law Enforcement Template ......................... T.04 i, 11-13
Convenience Fee (for Credit Card Payments)........... 10.02 oo 10
Court Accounting and Reporting System (CARS) ....... 101 9
Court-Appointed Counsel ..........ccccccev vvvvvviiiiiiiiiiiiieeen, 8.02 i, 2,4
Court-Appointed Investigator............. vcceeveeveiiiiieeeennnn. 8.02 .., 2,4
Court-Appointed Psychiatrist/Psychologist.................. 8.02 . 2,4
Court Executive OffiCer.......coovuiiiiiiiiir voiiiiieeieeeeeiinn 101 o 10
Appointment of Petty Cash Fund Custodian .......... 804 .. 4
Audit Point of Contact ............cceveiiiiiiiiiiiiie, 11.01 13
Authorization of Individuals to Sign Checks ........... 2.03 8
Bank Account Withdrawals.............cccccciiiiiiiiiinnnn, 2.03 8
Certification of Budget Reports ........cccccevvvvvvveennnnne. 4.02 i, 7
Destruction of Records..........ccoooovvvviiiiiiiiiinneeeen, 12.01 7-8
INVOICE APPIOVAL.....ccooiiieeeeieeeee e .01 .o 6
Invoice Problem Resolution............ccovvvviiiiiinneee. .01 .o 10
Maintenance of Court-Owned Software List........... 9.01 i 7
Requests to Close Bank Accounts.............c.ccceunen. 2.03 ., 12-13
Requests to Open Bank Accounts ............cccceeeeeeee. 2.02 16
See also............ 2.03 4
Responsibilities Of ..., 1.02 4-5
Court FaCIlitIeS.......ccoueiiiiieeeeeeeee e 9.0 oo 5
Court Fiscal OffiCer........uuceiiiiiiiiiiiiiiciiie e 101 o 10
Changes to Vendor Files...........ccccoviiviiiiiiiiieiii, 801 ., 9
INVOICE APPIOVAL.....cccoeeeeeeeeeeeeeeeee .01 .o 12
Invoice Problem Resolution...............coooeeeeeen. 801 . 10
List of Employees Authorized to Sign Checks........ 2.03 8
Budget ReVISIONS .........cccovviiiiiieeceeeeeee e, A.02 .o 8
Reimbursement of Petty Cash Fund ...................... 8.04 .. 6-7
Responsibilities of ...........ccceeeiiiiiiiii e, 1.02 5-6
Court OPEeratioNS ........ccuvvvviiiiiiiiiieeiiieeeeeeeeeeeeee e A0 16
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See also............ 9.01 . 5
Courtroom INterpreter ... 8.0 2,4
Credit Cards ... 701 oo 12
See also............ 2.02 18
See also.......... 1001 e, 8-11
See also.......... 10.02 i 8-11, 21
CUIE NOTICE. ... e T.03 i 20, 23

D
Department of General Services Charge Card............ B.01 .o, 31-32
See also............ 2.02 27
Deposit Certificates, Retention of ............c.cccocevennnnn.n. 1201 o, 5-6
Destruction of RECOrds.........ccoovvveeviiiiiiiiiiiieeeeeeeeeiinns 12.01 o 7-8
AULhOrIZatioN ......cvveii 12,01 s 7
Duplicate Records..........cccccvvvvviiiiiiiiiiiiiiiiiieeieenne, 12.01 e 7
Permanently Reproduced Records ...................... 1201 o, 7-8
Two Year Retention ..........ccccvvvevveiiiieeeeeeeeeiiiinnn 1201 e 8
Disposable Items ........ccccoiiiiiiiii Q.01 i 56
Dispute ReSOIUtiON .........ccovvvvviiiiiiiiiiiiiiiiiiieieeeeeeeeeeee, 400 1 11
See also............ T.03 18

E
Emergency Budget Procedures.............cccceiiiiininnnnn. A.02 oo 12
Employee Travel Expense Reimbursement ................ B.03 ., 2-14
Minimum Internal Control Standards for................. 2.02 i 30-31
ENCUMbBIranCes..........oooviiiiiiiii e 6.02 oo 2-5
Blanket Purchase Orders with Releases................ 6.02 oo 4
CanCeliNg ...vu e B.02 .. 5
Change Orders.........cccvvvviiiiiiiiiiiiiiiieeeeeeeeeeeeeee 6.02 oo 5
Fiscal Year-End.........coooviiiiiiiiiiii e 6.02 i 5
Obligations Not Encumbered ..............oevvvviiiiinnnnnnes B.02 .o 5
One-Time Obligations ...........cccoovvviiiiiiiieeeceee, B.02 e 4
ONQgoIiNg CONraCtS .......uuvveriiiiiiiiiiiiiiiiiiiiiiiiiiiiiaes 6.02 i 4
Purchase Card Transactions...........ccccceevvvvveeeeneennn. 6.02 . 5
PUrpOSE Of .o 6.02 i 4
Endorsement Requirements for Bank Deposits........... 2.03 7-8
Equipment Utilization.............coovviviiiiiiiiiiiiiiiiiiiiiieie, 9.01 oo 9
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EXPENAIUIES. ... oo 5.02 ., 2-11
Recognition Of ... B.02 e, 2,6,7-9
Year-End Accrual of ... 5.02 i 10-11

F
Fiduciary FUNAS .........coooviiiii e 301 6
Files and File Integrity ... T.03 oo 8-10
Finance DiVISION ........coooviiiiiiiiiiie e see Administrative Office of the Courts
Financial Management ............cccciiiiiiiieeeeeeee 201 i 2-12
Accounting Records........cooeevvviiiiiiiiiiiee e, 2.0 o 9
ACCOUNTING SYSTEM ....uviiiiiiiiiiiiiiiiiiiee 2.01 oo 6
BUSINESS PractiCes...........uuueiiiiiiiiiiiiiiiiiin e 2.01 o 5
Financial Reporting ... 201 i 10-12
Independence and Accountability ..............cccceeees 201 ., 4
Internal CoNntrolS........ccooeevivvveiiiii e, 2.0 6-8
Competent Personnel ..........cccooeeeviiiiiiiiiiiineenen, 201 7
Internal REVIEW .........covveiiiiiiiiiicie e 2.01 8
Segregation of DUtIeS ........ccceveviiiiiiiiiiciiiieeeeee, 201 . 7
Standard Operating Procedures...........ccccc....... 201 7
Transaction Authorization and Documentation .2.01 ...........cccovviiiiiiiiiiiiiiinneeeeee, 7-8
ResponsibIlities ..., 2.01 i 4-5
Financial Personnel Requirements...........ccccceeevvvvnnnnn.. 102 7
Financial Reporting..........cccccvvviiiieeeeeeeee 201 i 10-12
See also............ 5.0 i 8
Grant Program .........ccooeeeviiiiinineees ceveiiiinneeeeeeeenennns 504 i 15-16
Fiscal Management Responsibilities ..............c.cc.ccce. 2.01 i, 4-5
Fiscal Services Manager ..........ccccccvvvveviiieenennnnnne. see Administrative Office of the Courts
[ Yot | I ] o > S ESRPPUPSRR see Court Fiscal Officer
Fiscal Year, California State ...........ccccceeeeiiieiiiiiiiiiinnnn. 401 . 4,9
Fixed Asset Management........cccccevvveveeeiieiieieieienennnnnne, S 0 1 2-12
Asset Capitalization PoliCy ............cccccviiiiiiiiiiiieennn, 9.01 i, 5-8
Disposable Items..........ooovvviiiiiiiiiiiciiee e 9.01 .o 5,6
Equipment Utilization ..............ccoovviiiiiiiieeeeeeeeeei, Q.01 .o 9
Fixed Asset Management System.........cccccceevvveeeee. 2.02 i 33-34
See also............ .01 .. 2,6,7,8
FIX@A ASSEIS....uuuiiiiiie it Q.01 e 7-8
Responsibility FOr ..., 9.01 oo 9
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Topic Policy Page No.
Transfer and Disposal of..........ccccooeeveiiiiiiininnnnn. 9.0 .. 10-12
General Fixed Asset Account Group............ccceeeeee. 5.03 7-8
Identification TagsS ........ccevvviiiiiiiiiiie e 9.01 i 8
INVENTOrY ITEMS... .o 9.01 i 6
Transfer and Disposal of..........cccccoeeveviiiiinennnnn. 9.0 .. 10-12
Minimum Internal Control Standards for................. 2.02 i 32-34
Physical InVentory .........ccoooeevviiiiiiiie e, 9.0 .. 6, 9-10
SOftWAIE ... 9.01 oo 7
Technology Equipment, Disposal of....................... 9.01 i 12
Fund ACCOUNEING.......coooiiiiiiiiiiieeeeeeeeee 301 s 2-9
See also............ 5.0 6
AJENCY FUNAS ....uviiiiiiiiiiiiiiiiiiiii 301 9
Funds and Fund TYPEeS .....cccovvviiiiiiiiiieeeeeiiie e, 301 5-6
Fiduciary FUNAS ......cooooiiiii 301 6
Governmental Funds .........cccoovviiiiiiiiiiiiiine, 301 s 6, 7
Proprietary FUNdS ......ccooooiiiiii 301 6
GASB Number of Funds Principle...............cooeuun..e. 301 o 5

Judicial Administrative Efficiency and
Modernization Fund.............cooiiiiniiiiiiiiiiiinn. 301 7
Special Revenue FUNdS..............euvviiiiiiiiiiiiiiiiiiinns 30T 8
Trial Court Improvement Fund .............c.ooeevviieenens 301 o 7
Trial Court Operations Fund............ccccceciniiinnnnnns 301 7-8
Trial Court Trust FuNd ..., 301 7

G

General Fixed Asset Account Group ........cceeevvvvneeennnns 5.03 8
General Ledger.........cccoiiiiiiii 5.03 2-8
See also.......... 12.01 4
Trial Court Operations Fund.............ccccoeveiviiiineennnn. 503 ., 5,6,8
Trial Court Special Revenue Fund ............ccc......... 503 e, 5,6, 8
Trial Court Agency Fund .........ccccooeeiviiiiiiiiiiineeeees 5.03 5,8
Generally Accepted Accounting Principles (GAAP).....1.02 ..., 5
See also............ B.OL e, 2,4-6
Financial Reporting ... 2.01 o 12
Financial Transactions ...........ccccccevviiiiiiieeee, 201 6
Generally Accepted Auditing Standards.................... 1101 i 12,13
Generally Accepted Government Auditing Standards11.01...............ccoevvvvnnnnn. 11,12,13
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Topic Policy Page No.
Governmental Accounting Standards Board (GASB)..1.02 ........ccccoooviiiiiiiiiiiieeecciie e 5
See also............ 201 i 6, 12
See also ........... B.OL oo, 5,6
Concepts Statement L........oooiiiiiiiiiiiiiiiineeeeie, 2.01 o, 10, 11
Number of Funds Principle............ccccoiiiiiiiiiiineene, 301 o, 5
Revenue Recognition...........ccoeevvviiiiiiiiiiiiiiieeeeee 5.02 i 6
Governmental FUNAS .........coooviiiiiiiiiiiii e 301 6, 7
See also............ 5.01 i 6
See also............ 502 e, 45
Grant Accounting and Administration ...........cccccceeeeee... S5.04 . 2-18
Accounting Records........coooevvviiiieiiiiiin e, 504 i 8,9
Allowable COSES........uuciiiiiieiiieiicie e 5.0 9
Availability of Funds ...........ccooviiiiiiii, 5.04 11
BUAeLS ... 5.04 6-8
Establishment of ..., 5.04 i 6
(@] 011 £ ] e ) EE 5.04 6
Budget and Program Changes ................cccuuu... 5.04 ., 7-8
ClOSEOUL......ceveeiiee et 5.04 18
Code of Federal Regulations ..............ccccceeeieevennnnnn. 504 ., 6, 16
Common Weaknesses in Grant Compliance.......... 5.04 . 5
Direct and Indirect COStS.......ccooeeeeiiiiiiiiiiiieeeeeeeees 5.04 i, 9-10
Enforcement........ccoooe i 504 ., 17-18
Fund Identification...............cccooviiiiiiiiiiiiii s 5.04 i 8
Inattention to Compliance Requirements ............... 5.04 ., 4-5
Income from Grant-Funded Programs ................... 504 i 11
Internal Control.........ccooeeeviiiieiiiii e 5.04 8
Measures for Improving Grant Compliance............ 5.04 i 5
Minimum Internal Control Standards for................. 2.02 26
ProCurement............ooi i 5.04 13
Record Retention ..........oooevvviiiiiieeeeeeeeeicee e 1201 o 6-7
REPOIING .ovvveeeeei e 504 .., 13-17
Financial ...........oooeiiiiiiiii e 504 ., 15-16
Forms for Federal Grant Financial Reports....... 504 i 16-17
Federal Cash Transaction Report................ 5.04 16
Financial Status Report............cccooeeeeiviinnn. 5.04 i, 16
Request for Advance or Reimbursement.....5.04 ... 17
Performance ..o 5.04 i, 14-15
ReQUIrEMENTS......uiiiieiieeeeiis e B5.04 .. 6, 8-13
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Topic Policy Page No.
Supplies and Equipment from Grant Programs...... 504 .., 11-13
Termination ..........oouuuiiiiiiee e 504 ., 17-18

I
Income (from Grant Programs).........cccceeeeeeeeeeeeeeeeeenn. 5.04 .o 11
INdemNIfiCAtioN ..........cocooiiiiiiiiiii e T.01 oo 10
INSUFANCE ...oeeeiiieeee e T0L o 10
See also............ 703 10-11
Internal CoNtrolS ........cooovvvvieiiiiiee e 2.02 2-34
See also............ 2.0 6-8
Benefits of an Effective System of...........ccccevvveeeee. 2.02 i 4-6
Competent Personnel .........ccccooevviiiiiiiiiiiiccccii, 201 7
See also............ 2.02 8
Controlled Access to ASSEtS.........ccevvveeiiiiieeiiieeninns 2.02 i 9
GraANES Lo 5.04 8
Internal REVIEW ........cooooviiiiiiiiiiieec e 2.01 o 8
See also............ 2.02 i 9-10
Key Elements of an Effective System of ................ 2.02 6
Minimum Standards for............ccccvvvviiiiineeeeneienns 2.02 i, 10-34
Accounts Payable.........cccccooiiiiiiiiii, 2.02 ., 29-30
Accounting ReCOrds.............ueueueiiiiiiiiiiiiiiiinnnns 2.02 i 31-33
Bank ACCOUNLES........coovviiiiiiiiiiiiii e 2.02 i 16-17
BUudgets.....ooooiiiii 2.02 i 14-15
Case Management System.........cccoeeevvvvvinennn. 2.02 i, 22
Cash TransactionS............eceeeieeeeeeeeeiiiiie e, 2.02 i, 17-20
COUI ASSELS ... 2.02 ., 33-34
Grant ACCOUNTING ......ccoevvviiiiiiiiiiiiieieeeeeeeeeeeeeee 2.02 28
Judge and Employee Travel Expenses............. 2.02 i 30-31
Organizational Structure .............cccceeveeviiiieeenns 2.02 i, 10-11
Payments Received through the Mail ............... 2.02 20-21
PUrchasing.........cccoeeieiiiiiiee e 2.02 ., 22-27
Segregation of DUties ..............eevveeiiiiiiniiiiiiinnnns 2.02 i 11-14
Policies and Procedures ..........ccccceeeeeiiiiiieeeeeeee, 2.02 i 7-8
Proper Authorization and Documentation .............. 2.02 9
PUIPOSE Of ..o 2.02 . 4
Segregation of DUties..............euuvveieiiiiiiiiiiiiiiiiiinees 2.01 oo 7
See also............ 2.02 6-7
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Standard Operating Procedures.............ccceeeeevennnn. 2.01 ., 7
SUPEIVISION ..o 2.02 i 8
Transaction Authorization and Documentation....... 2.01 i, 7-8
INTEIEST ... e 2.03 11
Internal REVIEW..........ccooviiiiiiiiiee e 2.01 . 8
Internal Revenue Service Form 1099 MISC ................ B.01 i 30
See also............ .01 5
Invitation for Bid..........ccooviviiiiiiiii e B.01 ., 15-18
INVENTONY ITEBMS ...eiiii i 9.01 ., 5,6
Inventory Records, Retention of ............ccccceeveeeeinnnns 12,01 oo, 5
Investment in Fixed Assets ACCoOUNtS........cccceeeeeevvnnnnnn. 5.03 8
INVOICE ..o See Vendor Invoice Processing
J
Judge’s Travel Expense Reimbursement.................... 8.03 . 2-14
See also............ 2.02 i, 30-31
Judicial Administration Efficiency and
Modernization Fund.............ccoiiiiiiiiiinee, 101 10
See also............ 301 o 7
See also............ O 4, 6-7
Judicial Council of California.........c.ccoevvevveiiiiiiiiineins 1.0 ., 2,4,5-7,10-12
Administration of Trial Court Trust Fund ................ 401 . 4
Approval to Accept Credit or Debit
Card PaymentS.........ccceiieiviiiiiieceiiie e, 10.02 ., 8, 10-11
Approval to Close Bank Accounts..................ueeeee. 2.03 . 12
Approval to Open Bank Accounts ............cccceeeeeene 2.03 .., 2,4-5
Approval of Travel Expense
Reimbursement Policy .........cccccoeviiiiiviiiiiiiinnnnn. B.03 e, 2,4
AULhOrity Of ..o 101 6-7
Budget Development Role and Responsibilities.....4.01 .........ccccceeiiiieeeiieeeeiiinn. 4-11
Budget Transfer Approval ..........c.ccoovviiiiiiiiiineeennnnn, 4,02 oo 9
Deposits to Trial Court Operations Fund................ 2.03 6
Duties and Responsibilities of ............cccccoeeeiiiiinnn, 101 e 5-6
Establishment/Review of Court Security Plan ........ T.04 o 2, 6-7
Organization of ...........ccccceeiiiiiiii e, 101 e 5
Standards of Judicial Administration ...................... 1.0 oo 7
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L
Law Enforcement Security Plan.............cccccvviinnnnnnnn. T.04 oo 6
Legal Services Contracts.........cooeevvvvivieiiiiiiieeiiiiieeeees B.01 .o 24
Levels of AUthOIItY .......ooovvviiiiiiiiiiiiiieeeee, 1.02 6-7
Liquidated Damages..........ccceuviiieiiiiiiiieeiiiiee e T0L o, 10
LOAINS . e T.02 i 10
Lockyer-lIsenberg Trial Court Funding Act of 1997 ...... 101 ., see AB 233
M
Maintenance of Effort Payments............ccccccvvviiiinnnnnn. 401 i 5
Managers, Responsibilities of ............ccccovviiiiiiiiinnnns 1.02 6
Manager of Fiscal Services ...........ccccccvvvviiiiiinnnnnn. see AOC Manager of Fiscal Services
Master AgreE€mMENtS .......ooevuiiiiiiieiiieeeie e B.0L..iiiiiii 27-29
See also............ 2.02. i, 25-26
Measurement of RESOUICES .........ccoevvvviiiieiiiieeiiiiiinn, 5.02 4-5
Memorandum of Understanding ..., T.02 oo 2-19
See also............ 401 o 4
County-Provided Services............ coccvvviiiiiiiiinnnnn. T.02 oo 8-10
Comprehensive vs. Separate Agreements ....... T.02 oo 10
County Loans for Temporary Cash
Flow Shortages ........cccccceee vovvviiiiiiiiiiieeeees T.02 i, 10
Key Elements........ooovies T.02 oo 9-10
Requirements ........ccooevviiiiiiies civeiecein e T.02 i 8
Trial Court Audit Rights........... coooiiiiiiie T.02 oo 9-10
COoUIt SECUNLY .ovvviicceie e e T.04 i 2,6
Elements ... e T.02 i 4-6
COSt i e T.02 oo, 4,7
SChEAUIB ... e T.02 o, 4,5 7
Scope Of WOrK ...covvniiiiiiiieiiii e T.02 i 4,5,7
Terms and ConditioNS..........ce ceveeeieiieeeieeiene, T.02 oo 4, 5-6,7
EXECULION ... et T.02 oo 7
NegotiatioN ..........coovviiiiiiiiiieeeeeee T.02 oo 6
Office of Management and Budget A-87 Cost
Allocation Plan ..........cccooviieiiiiiiiiiiiiiie e, T.02 9
Risk Evaluation ..........cccccccvviiiiiiiiiiiiiiiiiiiiiiieeeeeee, T.02 s 7
Rule of Court 6.705.........covviiiiieieieeeeeiiee e T.02 i 8
Rule of Court 810........coovviiiiiiiiiiiiiiiieeeeeeeeeeeee, T.02 e 9, 11-19
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Micro PUrchases.........ccccoooeiiiiiiiiiiii e 2.02 i, 22
See also............ 6.01 .o, 12,13
Modified Accrual Basis of Accounting.............ccceeeeeeens 5.01 7
See also............ 502 i, 2,5-6, 10
Monthly Cash Settlement Report...........cccooeeeviiiiiienns 201 . 11
See also.......... 1001 . 12-13
N
National Center for the State Courts Commission on
Trial Court Performance Standards........................ 2.0 4
Negotiation
(0] o] 1= Tox IR T.01 o 13-14
MOU o 7202 s 6
Notice of Default...........ccoooeeviiiiiiiii e 703 22
O
Office of Management and Budget A-87 Cost
Allocation Plan............ccoveiiiiiiiiiiiiee e, 5.0 i 9
See also............ T.02 i 9
Office of Management and Budget Circular A-133....11.01 .....cccoooeviiiiiiiiiiiiineeeennnn, 11,12
OVErdraftS......cccvvie e 2.03 10
P
Payment Authorization .............ccccc S 0 1 7
Payments Made in Person ...........ccccoeeeeeviiiiecccennnnnn, 10.02 .. 2-14
Payments Received Through the Mail...................... 10.02 ..o 14-16
Personal Vehicle Mileage ...........ccccooevviviiiiiiiciiin e, B.03 . 6
Petty Cash ... 8.04 ..o 2-10
AUt OF oo 8.04 .. 7
Disbursement of ..........cccooiiiiiiii e, 8.04 .. 5
Receipt for .....vvviiiii e, 8.04 .., 5,8
Establishment of Petty Cash Fund.............ccc......... 8.04 .. 4
Maximum Amount of Fund.................ccceennnnnn. B.O04 ..o 4
Maximum Purchase With ............cccccvviiiiiiieienieeens 8.04 .. 2
Minimum Internal Control Standards for................. 2.02 e, 30
Petty Cash Fund Custodian ...........ccccccvvvviiiinnnnnnn. 804 .. 4
Change of ... B.04 ..o, 7
Change of Petty Cash Custodian Form ............ 804 .. 10
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Reimbursement of ...........ccoeoiiiiiiiii 804 .. 6-7
Court Fiscal Officer Approval of .........ccccceeeeeeee. .04 ..o 6
Reimbursement of Petty Cash Form................. B.04 . 9
Restrictions on the Use Of ..........ccoovvviiiiiiieinniennn, 8.04 .. 5-6
Physical INVEeNtOrY ..........oviiiiiiiiieeie e 9.0 i 6, 9-10
Policies and Procedures.........ccooeevvveeeiiiiiee e, 2.02 i 8
COMPreNeNSIVE ........ccvvviiiieiie e 2.02 7
AREINALIVE ... 2.02 7-8
Undocumented..........ooooviiiiiiiiiiieeeeeeeic e 2.02 8
Preservation of ReCords.........ccceevvvvveiiviiiniieeeeeeeennns 1201 10
Presiding JUdge.........coovviiiiiiiiii e 101 o, 10
Budget Change Requests...........cccccvviiiiiiiiiieinnenn, 4.02 oo 12
Budget Implementation .............ccccovviiiiiiiiiieeeeennnn, 401 . 15
Budget Revisions ... O 8
Budget Transfers........ccovieiiiiiiiicccie e, 4,02 i, 10
Certification of Budget Reports ........cccccvvvvvveeennnnne. 4.02 ., 7
Requests to Close Bank Accounts............cccccceunn. 2.03 ., 12-13
Requests to Open Bank Accounts ............ccceeeeeeeee. 2.02 16
See also............ 2.03 4
Responsibilities Of ..., 1.02 4
Responsibility for Fixed Assets and Equipment .....9.01 ...........cooiiiiiiiiiiiiiiccee e 9
Travel Request Approval...............eeeeeeeeeieeiiiininnnnnns 8.03 . 4
ProCUremMent...... ... B.01 . 2-32
AdMINISTratioN ......oovviiiiei e B.01 ., 22-24
Approval Thresholds ...........ccviiiiiiiii e, B.01 .o 9
Blanket Purchase Orders..........ccccvvevvvviiiieeeseennnns 2.02 i, 25-26
See also............ B.01 .o, 25-27
California Multiple Award Schedule........................ 6.01..ccivniinnnnnn. 4,12, 13, 16, 26
Circumvention of Procurement Requirements........ B.01 .o, 21, 29
(@] g 0] 1= 1] 1o o [ 6.01...2, 12, 14-19, 21, 25, 26, 28
(@70] 01 Tod P 6.01...4, 10, 14, 17, 18, 22-26, 29
See also............ 6.02 v 2,3,4,5
Department of General Services Charge Card....... G0 31-32
See also............ 2.02 i 27
Documentation ... 6.0L i 22, 23-25
File 6.0L ..o 23-24
Grant Program .......cccceeeeiiiineiiineeineeeeeein e 5.04 ., 13
Invitation for Bid ........ccovviiiiiiie e B.01 .oeniie, 15-16, 17
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Legal Services Contracts .........cooceevviieeveeiiineeeennnnn. B.01 .o 24
MEthOdS .......oeeeeiie e 6.01 .. 11-18
Competitive Procurements...........cccoeeeeevivieennns G0 1 R 14-18
Micro Purchases ($500 - $2,500)........cccccccuveenn. B.01 ooiiiiee e 12-13
Purchases of Less than $500 ...............ccceeeeeee. B.01 oo, 12
Small Purchases ($2,501 - $10,000) ................ B.01 e 13-14
S0l€ SOUICE ...ueiiiiie e B.01 ..o, 24-25
Thresholds for Determining............cccccccveenennnnes 6.01 .o 11-12
Micro Purchases .........cccoooviiiiiiiiiiii e, 2.02 22
See also............ B.01 .o, 13-14
Minimum Internal Control Standards for................. 2.02 . 22-27
Payment.... ..o 6.01 .o 21-22
PrOCESS ..uiii e B.0L .o, 7-8
Protest Procedures ...........oeeeeeeeeeiieeiiiiiee e eeeeeeeenns 6.0L . 18-21
Based Upon Award..........ccoeeevvvieieeviiiieeeeeiin, B.01 .o 19
Based Upon Specifications or Improprieties.....6.01 ... 19
Protest Appeals .......coocovviiiiiiiiiii e, B.01 .o, 20-21
Protest GUIdelines .........covvvveiiiiiiiieeeeeeee, B.0L .o, 19
Protest Remedies .........cccoovvvviiiiiiiiciiiii e, B.01 .o 20
Publicizing Competitive Procurements................... 6.01 .o 14-15
Purchase Cards .........ccoeviiiiiiiiiici e, 6.01 .o, 12, 29-30
Purchase Order......ccocvvieiiiiiiiieieeeeeeee e 6.01...ceevviinennen. 10-11, 13, 14, 17
Purchase Order LOg.......ccoovveviiiiiiieiiiiiie e, B.01 . 10
Purchase RequisItion ..........cccccevvvvviiiiiiiiiiiiiiiiiiee, B6.01 .o 9-10
Receipt of Goods and Services..........cocccevvvieeeennnn. B.01 . 21
Request for Proposal (RFP) ..., 6.01 .o 15
Request for Quote (RFQ).....cccvvviiviiiiiiiiiiiiieeeeeninnn, B.01 . 15
Sealed Bid........ccoovvieiiiiiiieeee e B.0L .o 18
Small Purchases ........cccoooooviiiiiiiiie e, 2.02 ., 22-23
See also............ 6.01 .o, 13-14
SOlE SOUICE.....ciiiiiii e 2.02 24
See also............ 6.01 .o, 24-25
SOlICIAtION......eiii e 6.01 oo 14-17
Standards of Conduct ............coovvvviiiiinieeeeeeeein, B.0L .o 8-9
Three-Point-Match .............cccoovviiiiiii e, G0 o 21-22
Program, Element, Component, Task (PECT)............. 401 . 12-13
See also............ 402 ., 56,7,9, 10
Proprietary FUNAS ... e 301 6
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Protest ProCeAUIES.......cccuivviiiiiiiiiiit e B.01 e, 18-19
Based Upon Award ............ccccceies i, B.01 oo 19
Based Upon Specifications or Improprieties........... B.01 .o 19
Protest Appeals..........cooooiiiis i 6.01 oo 20-21
Protest GUIdElINES .........ccovviiiiiiit e B.01 e, 19-20
Protest REMEdI€sS.........ooevviiiiiiiie e B.01 .o 20
Publicizing Competitive Procurements ........................ B.01 .o, 14
Purchase CardsS.......cco..vveeiiiiiiieiiieeeee e B.01 .ooviie, 12, 29-30
See also............ B.02 e
Purchase Order .......oooeuviieiiieiiieeiiieit e 6.01...cccvviinennen. 10-11, 13, 14, 17
See also............ B.02 e 2,3,4,5
See also............ B.03 .,
Purchase Order LOQ ........ccooveviiiiiiiiiiis ceeeviiiiieeeeiine e B.01 . 10
Purchase RequisItion..........cccccvvvvviiies vevivviiiiiiiiiiiiiee, .01 oo 9-10
See also.......... 12,01 oo,
Q
Quarterly Financial Statement (QFS) ..........cccoeeeevennnnn. 102 e
See also............ 2.01 11
See also............ 2.02 e 14
See also............ 301
See also............ 401 ., 12, 13
See also............ 4.02...cciiiiinnn... 2,5,6-7,8,10, 11
See also............ B.OL e,
See also............ 503
See also.......... 1001 oo 13
R
RECEIPLS ..o 10.02 ..o 12-13
See also.......... 1201 e, 4, 6
Reconciliation of Bank ACCOUNtS .........coeevvveevivieeiinnnnens 2.03 10
Record RetentioN..........ooeviviiiiiiiiie e 1201 oo 2-10
Accounts Payable ... 12.01 s
Accounts Receivable..........ccococeeviiiiiiiiieiceeeeen, 1201 oo
AUdit REPOITS ..o 12.01 o
Authorization to Destroy Records.............cccuuee..... 12.01 e,

Judicial Council of California - Administrative Office of the Courts




Trial Court Financial

Policies and Procedures Index Page: 22 of 27

Topic Policy Page No.
Bank Account ReCords..........ccooeeeevvvviiieeeiiiin e, 2.03 . 13-14
See also.......... 1201 6

BUAQELS ... 12,01 4
Cash Statements.............ceeiieeeeiiieeeiceie e 1201 e 4
ClaimsS ... 1201 o, 4,5
CONrACTS....euiiecicie e 1201 e 6
Deposit Certificates.........ccooeeeviiiiieiiiiiiiieeeeeiieceeees 1201 5
Destruction of Records.........cccovveevvvveeiiiniiineeeen, 1201 o, 7-8
Duplicate ReCOords........cccoevevviiiiiiiiiiiiiieeeceiiieeeeeas 12,01 7
FiliNg oo 1201 e 8-10
Financial RepOrts ........cccveiiiiiiiiiicceii e 1201 e 7
General Guidelines ...........cceeeviiiiiiiiicic e 1201 e, 3-4
General Ledger ......ccooovviiiiiiiiiiieeee e, 12.01 4
Grant RECOMS.......ccevvieeiiiie e ee e e e e eeeeeens 1201 e 6-7
INAEXING. ... 1201 o, 8-10
Inventory ReCOrdsS........ccoovvviieeiiiiieeeeeeeeeeeeeeee 12,01 s 5
JOUMAIS.....iiii e 1201 e 4
Minimum Internal Control Standards for................. 2.02 i 28-29
Permanently Reproduced Records ...................... 1201 o, 7-8
Preservation of Records..........cccccccevvvveviviinneeeenn. 1201 e, 10
Purchase Requisitions ..........ccccooveviiiiiiieiciiiineeeens 1201 6
Quarterly Financial Statements..........ccccccvvvveeeneee. 12.01 e 7
RECEIPLS .. 1201 i, 4,6
Retrieval of Records...........cccceevvieiiiiieiiiiiiieeeeee, 1201 . 8-10
Specific Requirements ........ccccooevvviiiiiieeiiineeeceennn, 1201 o, 5-7
Storage Of RECOIAS ........uuvvviviiiiiiiiiiiiiiiiiiiiiiiiiiiees 12.01 o 10
Two Year Retention ........ccccoeveeviiiiiiiiiiiie e, 1201 o 8
Vendor Invoice Records...........ccuvveeeieeeerveeeininnnnnnn. 801 . 15
WaAITANTS. ... 1201 4,5
Report of REVENUES..........ccvviiiiieiiieee e A.02 e 2,7,8
Responsibilities and Authority..........ccocovviiiiiiiiiineenens 1.02 i, 2-7
Court Executive OffiCer .......ccooeeiviviiiiiiiiiiieeeeeeeeees 1.02 i, 4
Financial Personnel Requirements ........................ 1.02 e 7
Fiscal OffiCer ......ooouiiiiiiiiiiiii e 102 ., 5-6
Levels of Authority...........cccceeeiiiiiiiiicii e, 1.02 i 6-7
MANAGETS ...coevi e e 1.02 6
Presiding Judge ........ccoovviiiiiiiiieeccceeee e 1.02 4
Staff e 1.02 oo 6
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SUPEIVISOIS vt 1.02 6
Revenue Collection FUNdS ........coovvviviiiiiieieeeeeei 502 e, 5
REVENUES ....ceiiie e 5.02 o 2-13
Basis of ACCOUNLING.........cccovviiiiiiiiiiiiiiiiiiiiiieeeeeeeee, 5.02 i 4-5
Collection and Distribution............ccooevveiiiiiiieennnnss 10.01 e 2-13
Accounts Receivable ........ccccovvvviiiiiiiieenn, 1001 oo 6-7
Case Management System.........c.ccceevevevennnens 1001 ., 5-6, 11-12
Cash Control Procedures.........c.ccovevvvvvvnvennnenn. 0 7-8
COlleCtioONS . .cvviiveiee e 10.01 e, 7-9
Credit Card Payments..........ccccccvvvvvennnnnnn. 10.01 e 8
Daily Balancing and Closeout................c.c...... 1001 9
Daily Reporting ........ccooeeveeeiiiieeeeeeeeeeeee 10.01 11
DEPOSIES. .. ciieiii e 1001 9
DiIStribULION ..o 1001 oo, 11-12
Measurement of ReSOUrCeS.........coceevevvveivnnnnnn. 502 4-6
Monthly Cash Settlement Report.................... 10.01 .ooiiiiiiiiiiii 12-13
State Controller's Office........ccoevvviiiiiiiiiiinnnnnn. 10.01 e, 5,10, 11
Trial Court Collection ACtiVItieS ..........ceeevnennnes 10.01 e, 4-5
Trial Court Revenue Distribution Manual ........ 10.01 e, 5
Recognition Of ... 5.02 e, 2, 6-7
Year-End Accrual of .......ccooviiiiiiiii, 5.02 9-10
Rule of Court 6.603 .......ccviiviiiiiiieeie e 102 e 4
Rule of Court 6.610 .......ccuviiviiiiiiiiiiiiecieeeee e 102 e 4
Rule of Court 6.650 .......ccuviiviiiiiiiiieeeeee e 102 e 4
Rule of Court 6.705 ..o .02 e 8
Rule of CoUrt 6.707 ...c.uieeiieeeeee e 2.00 2
Rule of Court 6.709 ......cocviiiiiiiiiiieeee e 2.02 34
See also............ 9.01 . 10, 11, 12
Rule of Court 805 .......ouiiviiiiiiiieiieeet e, 10.02 .o, 5
Rule of Court 810 .....covviieiiii e 2.01 6
See also............ O 16
See also............ B5.01 o, 6,7
See also............ T.02 e, 9,11-19
See also.......... 0 2 6
RUIES Of COUIM.....civviiiiiiiiie e L 6-7
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S
Salary and Position Worksheet.............cccoeeveevvveviinnnnnn. L 14, 16
Schedule 1-Baseline Budget ............cccovviiieiiiiineceennnnn. 401 ., 14
See also............ 402 oo, 9,11
Schedule 2-Changes in Authorized Positions.............. A.02 i 8,11
Schedule 7A-Salary and Position Worksheet.............. A0 . 14, 16
SECUIMLY oo T04 i, 2-14
Allowable COStS Of.......covvieiiiiiiiiiicie e T.04 oo 10
Comprehensive Court Security Plan ...................... T.04 i, 2,4,5,6
Contract Law Enforcement Template..................... T.04 oo 11-13
Impact on Rule of Court 810 .........ccooevieviiiiiinnn. T.04 oo 7
Judicial Council Role.........cccoovviiiiiiiii T.04 i, 1,56
Law Enforcement Security Plan ............cccccevveeen. T.04 oo 6
Level of Security Services.........cocovviiveeviiiiiieeeennnn, T.04 i 7-10
Minimum Internal Control Standards for................. 2.02 ., 27-28
Memorandum of Understanding Regarding ........... T04 oo, 13-14
Superior Court Law Enforcement Act of 2002........ T.04 oo, 2,7,10,15
Unallowable CoStS Of .......ccocovviiiiiiiiiiiiccic e, T.04 10
Segregation of DULIES ..........uuvvviiiiiiiiiiiiiiiiiiiiis 2.01 oo 7
Bank ACCOUNTS ........uoiiiiiiiiiccice e 2.03 12
Minimum Internal Control Standards for................. 2.02 ., 11-14
SEITANUS oeniiiiiiiiie e e e eaans 101 ., 9, 13-14
Single AUIt ACL .......oeveiiiee e 11.01 s 7,10, 11, 14, 16
Small Purchases ($2,501 - $10,000) ..........cceveeeeeeeennnns B.01 oo 13-14
SOfWAIE ..veecceee e Q.01 .. 7
Sole Source Procurements...........ccoeeeeevveviieeviiiineeeennnn, 2.02 i, 24
See also............ L0 24-25
Special Revenue FUNds ........c.ccoovviiiiiiiiiiiiieccie e, 301 o 8
See also............ 5.02 i 5
See also............ 503 e, 57
See also............ 5.04 8
Standard Operating Procedures...........ccccoeeeeevvvevnnnnnnn. 2.01 e, 7
State BUAQET ACT........uuieiiiiiiiiiiiiiiiiiiiiiiiiiiiees O 4
State Budget Cycle and Timelines..............cccvvvvvvnnnnnn. A0 . 7-12
State Controller's OffiCe.........covvvviiiiiiiiiiiiiiie e 101 6
See also.......... 1001 e, 5,10, 11
See also.......... 11.01 e 7,8
State General FUNd .............ccccccovvvvviiiiiiiiieccceeei. O P 5,7
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Storage of ReCOrds........coocovvviiiiiiiiiii e 1201 o, 10
Superior Court Law Enforcement Act of 2002 ............. T.04 oo 2,7,10, 15
SUPEIVISION ...t 2.02 8
Supervisors (Responsibilities Of) ...........ceevveiiiiiiiiiennnee. 1.02 6
T
Technology Equipment, Disposal of .. ..........cccccccunnnnes 9.01 .o 12
Three-Point-MatCh ..o i, 6.01 .o 21-22
See also............ .01 oo 8
Transaction Documentation and Authorization............ 2.01 7
Travel Expense Reimbursement ....... ..ccccooevviiiiiineennn. B.03 . 2-14
Allowable EXPENSES .......cccevvivviiiis e, 8.03 . 7-9
N1 = .03 ., 7-8
Expenses of Other Employees .........cccccccevennn. B.03 ., 8
Incidentals..........oovveiiiiiiiiiiit e 8.03 8
(0T (o] [ Vo PSP 8.03 ., 8
MEAIS ... e B.03 8
MiIlEAJE ....ceeviie et e B.03 ., 6, 8
Personal ServiCes.........ccccvvvivr coviiieeeeeeeeiinnn 8.03 ., 8
Surface Transportation ........... ..ccccoveeeeiviiineennns .03 . 8
AOC Travel Rate Guidelines........ coocovvveveivieinnnnnn. B.03 e, 2,9
Approval by Judicial Council... .........cccccooeeeenn. 8.03 ., 2
Recommendation by Administrative Director of
the COUMS ... e 8.03 . 2
Approval to Travel ............evveiiiiiiis v 8.03 . 4
Arranging for Travel .......ccoooovviies i, 8.03 . 4-5
International ...........ccccoeeiieiiiiies e, 8.03 4
(@ 1] o) S - 1 R 8.03 4
RESEIVAtiONS ........ooiiiiiiiiiiiiiii s e 8.03 e 4-5
Travel Reimbursement Claims..... ...ccocoevvvvvvennnen. B.03 e, 6,7
Travel Reimbursement Claim Form .................. 8.03 7,10-14
Unallowable EXPENSES.........cccceeves cevvevviiiiineeeeeeeenns B.03 e, 8,9
Alcoholic BEVErages .........ccceet wevvviiieiieeeeeeeennnnn, .03 i 9
Personal Telephone Charges. .........cceeeeeeeennn. 8.03 o 9
Surface Transportation in Lieu of Air Travel...... B.03 i 9
VENICIE USE .. .cceeiiiiiieiee s e B.03 e, 5,6
Personal Vehicle Mileage ...... ..ccovvvvviiiinnnnnnn. B.03 i, 6
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LI = U o 10 o P B.03 ., 56
Travel ProCeduUres ......ooovivivviiiiiiiieees et e e eeeeeinnns 8.03 . 5-6
LI = U o 18 o SR 101 4
Authority to Establish Bank Accounts..................... 2.03 e, 3,4
Budget Development Activities..... ......ocoevveieenennnnn. 401 ., 11-12
Budget Evaluation..............cccciis i, O 11-12
Budget Planning...........cccoeeiiiiiiiies e, 401 . 12
Duties and Responsibilities oOf ...... .ccccccvvvvvivivinnnnee. 1.01 11-12
Funding, Sources of .........ccccovviies i, 401 ., 4-7
Independence and Accountability ..............ccccccee. 201 4
Operating Standards..........ccccceeees ciiieevveiiieececii, 101 12
Trial Court Fiscal ServiCes.......covvvviir e 101 o, 8-9, 12
Court Accounting and Reporting System (CARS)..1.01 ......ccoooviiiiiiiiiiiiiieeeeeee e, 9
Trial Court Improvement Fund........... oo, 101 e 10
See also............ 301 7
See also............ 401 ., 4,5-6
Trial Court Operations Fund .............. coooovviiiiiiiveiinnnnnn. 2.02 15
See also............ 301 7-8
See also............ 401 o 4
See also............ 5.02 i, 4,5
See also............ 503 e, 57
See also............ 801 .., 14,15
See also.......... 11,01 e 7
Establishment Outside the County Treasury.......... 2.03 3
Deposits Made by the Judicial Council................... 2.03 6
Trial Court Organization ..........cccceeeees voveeeieeeeeeeeeeee, 101 2-14
Internal Control Standards for ..... ...cccccoeeviviiiiinnes 2.02 ., 10-11
Trial Court Revenue Distribution Manual................... 10.01 s 5
Trial Court Trust FuNd .......ccooovviiiiiies i, 301 o 7
See also............ 401 .., 4-5, 6, 16
Trial Court Vehicle USe.........cccceiviiiiiiiiieieeee, B.03 . 56
Two Percent Automation Funds ........ ..ccccevvveiieneennee. 401 . 6
V
Vendor Invoice Processing.......cccoveeeeveevivviiiieeeeeseennnnns S L0 1 S 2-15
ACCOUNt COAING ..o .01 i 11
Accounts Payable ..........ccccciiiiiiii i, S0 1 2,9,11
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Batching INVOICES ........cccvoiiiiiiiii e, 801 ., 11-12
Document Matching ..........ccccovvvviiiiiiiiiiiiiiiiieee .01 .o 8
Document ROULING .....covvvviiiiiiiii e 801 . 5-7
INVOICES. ... i B.01 o, 5-6
Related DOCUMENTS ......ccvvvivviiiieiiiceeeeeee e, B.01 e 6-7
Errors on INVOICES .....couvviviiieiieceeeeee e B.0L .o, 10-11
Internal Revenue Service Form 1099 MISC........... B.01 .o 5
Payment ... 801 oo 12-13
P a0 \V7= 1 (o B.01 e 13
APPIOVAL ...t .01 oo 12
AUthOriZatioN ........cccoviii e, B.01 ., 7
FiNAl ..o B.0L .o 13
MIIESIONE ..cvvivii e .01 o 13
Partial.......ccuovieiieiiiee e B.0L .o 13
Progress ..oovei i B.0L ., 13
LIS 11T B.0L .o 14
Preparing Invoices for Processing...........ccccceeeeeees B.0L i 7
Problem ResSOIUtioN.........ccoccuviieiiiieeee e B.0L oo 9
Record Retention ........cocovviiiiiiiiiiiiceeceeeee B.01 .o 15
Reviewing Invoices for Accuracy.........cccccevvvevevennee. .01 .o 8-9
Three Point MatCh...........covovviiiiiii e, B.01 ., 8
Vendor RECOIS .....ccuiiiiiieieeeeee e B.0L .o, 4-5
Verbatim Reporting.........cccooevevviiiiiicviiieece e 8.02 ., 2
VOoIded ChECKS ..o 2.03 9
VOid TranSaCtiONS......cc.uviiviiiiiieeeeeee e 10.02 ..oe 13

wW
WAITANTS oo 1201 e, 4.5
WaAITANLY e T.0L oo 9
See also............ T.03 24-25

Y

Year End

Encumbrances at........ccooevvviiiiiiiiiii e B.02 .o 5
Expenditure Accrual.............ccooooiiiii 5.02 i 10-11
Revenue ACCrual.........ccoovveviiiiiiiiiieeeee e B.02 e, 9-10
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